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Carter County Schools 

HAZARDOUS COMMUNICATION PROGRAM 
THE RIGHT TO KNOW 

 
 
I. GENERAL POLICY 
 
The purpose of this notice is to inform the Employees that Carter County Schools is 
complying with the OSHA Hazard Communication Standard, Title 29 Code of 
Federal Regulations 1910.1200, by compiling a hazardous chemicals list, by using 
Safety Data Sheets (SDSs), by ensuring that containers are properly labeled, and by 
providing Employees with training and information. 
 
This program applies to all work operations in the Carter County School System where 
the Employee may be exposed to hazardous substances under normal working 
conditions or during an emergency situation. 
 
The Risk Management Coordinator will review and update the program, as necessary.  
Copies of the written program may be obtained from the Risk Management Coordinator 
at the Carter County Board of Education office or from any school.   
 
Under this program, the Employee will be informed of: 
 

The contents of the Hazard Communication Standard; 
 
The hazardous properties of chemicals with which the employee will work; 
 
Safe handling procedures and measures to take to protect the employee from 
these chemicals; 
 
Hazards associated with non-routine task; and 
 
The location and availability of the written hazard communication program, 
including the required list(s) of hazardous chemicals, and Safety Data Sheets. 

II. RESPONSIBILITIES:  

The Risk Management Coordinator will be responsible for assessing the hazards and 
exposures with the hazardous communications standard.   
 
At each building location, the Principal, Department Heads and/or Supervisors will be 
responsible for making arrangements and ensuring that Employees receive hazardous 
communication training during new hire orientation.  
 
Each location within the district shall appoint a contact to ensure the chemical inventory 
list remains current.  (See Item III.) 
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Department Heads/Supervisors are responsible for ensuring employees are trained on 
new chemicals used within their departments.   
 
Employees are responsible for following all provisions of this program and related 
procedures and to ensure that all containers are properly labeled.   
 
III. LIST OF HAZARDOUS CHEMICALS 
 
Each location shall appoint a contact to maintain a list of hazardous chemicals and 
related work practices used in the facility.  This list, and subsequent updates, shall be 
supplied to the Risk Management Coordinator.   
 
The Risk Management Coordinator will compile and update a master list of all 
hazardous chemicals.  Carter County School’s master list of chemicals identifies all of 
the chemicals used in all work areas operated by the Carter County Board of Education.  
The list also identifies the corresponding Safety Data Sheet (SDS) for each chemical.   
 
IV. SAFETY DATA SHEETS (SDSs) 
 
Each location shall have a Safety Data Sheet (SDS) in the workplace for each hazardous 
chemical that is present.  SDSs are documents that provide specific information about 
chemicals, such as their chemical identities, physical properties, associated health 
hazards, reactivity data, control measures, and precautions for safe handling and use. 
 
This Hazard Communication Program does not apply to consumer products, used as 
recommended by the manufacturer, where it can be demonstrated that it is used in the 
workplace in the same manner as normal consumer use, and which use results in a 
duration and frequency of exposure which is not greater than exposures experienced 
by consumers. 
 
Any employee who introduces a hazardous material to the school environment shall 
acquire and submit a SDS to the designated school contact.  Any time a 
teacher/employee brings a material into the school, it becomes the responsibility and 
liability of the school.   It is the responsibility of the Purchaser to acquire a Safety Data 
Sheet from the place of purchase.   
 
All SDS forms shall be copied and forwarded to the Risk Management Coordinator at 
the Central Office. 
 
The Risk Management Coordinator will maintain a binder in the Central Office with a 
SDS on every substance on the master list of hazardous chemicals.  The SDS will be a 
fully completed OSHA form 174 or equivalent.  The Risk Management Coordinator will 
be responsible for updating SDS sheets, as needed and upon request.  If assistance is 
needed or the SDS has not been supplied with the initial shipment, the chemical 
manufacturer or vendor shall be contacted.    
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If a product is no longer being used at a specific location, the Risk Management 
Coordinator should be notified.  In that case, the SDS may be removed from the specific 
workplace and will be kept on file at the Central Office for 30 additional years.  
 
Safety Data Sheets shall be easily accessible to the employees at each workplace and at 
the Central Office. 
 
V. LABELS AND OTHER FORMS OF WARNING 
 
Those responsible for the use of any hazardous chemicals will ensure that all hazardous 
chemicals in the schools are properly labeled and updated, as necessary.   
 
All labels must be legible, in English, and prominently displayed on the container.  
Labels should list at least the chemical identity, appropriate hazard warnings, and the 
name and address of the manufacturer, importer, or other responsible party.  The 
corresponding SDS shall be referred to if assistance is needed to verify label 
information.   
 
Existing labels on incoming containers shall not be removed or defaced unless the 
container is immediately marked with the required information. 
 
It is the Employees’ responsibility to ensure labeling of containers when chemicals are 
placed in containers other than in which they were brought into the facility.  All 
containers must be labeled.  If contents are poured into a smaller container and the 
product name is widely recognizable, it is permissible to label the container with the 
recognizable name. (Example:  Windex, Lysol, etc.) 
 
VI. NON-ROUTINE TASK 
 
When an Employee is required to perform hazardous non-routine tasks a special 
training session will be conducted to inform the Employee regarding the hazardous 
chemicals to which he/she might be exposed and the proper precautions to take to 
reduce or avoid exposure.   
 
VII. TRAINING  
 
All Employees who works with or is potentially exposed to hazardous chemicals will 
receive initial training on the Hazard Communication Standard and the safe use of those 
hazardous chemicals.  Whenever a new hazard is introduced, additional training will be 
provided.  Regular safety meetings will also be used to review the information presented 
in the initial training.  Principals, Department Heads and Supervisors will be trained 
regarding hazards and appropriate protective measures so they will be available to 
answer questions from Employees and provide daily monitoring of safe work practices. 
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The training plan shall include at least: 
  
 Methods and observations that may be used to detect the presence or release of a 

hazardous chemical in the work area (such as monitoring conducted by the 
employer, continuous monitoring devices, visual appearance or odor of 
hazardous chemicals when being released, etc.); 
 
The physical and health hazards of the chemicals in the work area; 

 
The measures employees can take to protect themselves from these hazards, 
including specific procedures that have been implemented to protect employees 
from exposure to hazardous chemicals, such as appropriate work practices, 
emergency procedures, and personal protective equipment to be used; and, 

 
The details of the hazard communication program developed by the employer, 
including an explanation of the labeling system and the material safety data 
sheet, and how employees can obtain and use the appropriate hazard 
information. 

 
Training records, including the date of training, syllabus or outline of training, list and 
signature of who attended and the name and signature of the facilitator be provided to 
the Risk Management Coordinator.  Training records will be kept on file at the Central 
Office. 
 
The Risk Management Coordinator will review the Employees’ training program and 
make any needed decisions on future training and retraining needs.  Retraining is 
required when the hazard changed or when a new hazard is introduced into the 
workplace, but it will be Carter County School’s policy to provide training regularly to 
ensure the effectiveness of the program.  As part of the assessment of the training 
program, the Risk Management Coordinator will obtain input from Employees 
regarding the training, and any suggestions for improving it. 
 
VIII. CONTRACTOR EMPLOYERS 
 
The Director of Maintenance will advise outside contractors of any chemical hazards 
that may be encountered in the normal course of their work on the premises, the 
labeling system in use, the protective measures to be taken, and the safe handling 
procedures to be used.  In addition, these individuals will be notified of the location and 
availability of SDS sheets.  Each contractor bringing chemicals on-site must provide 
Carter County Schools with the appropriate hazard information on these substances, 
including the labels used and the precautionary measures to be taken in working with 
these chemicals. 


